WBSCM RA Training Guide
School Year 2016 - 2017 Edition

This Recipient Agency (RA) Training Guide has been developed to
assist our recipients (schools and other organizations) in utilizing
USDA’s online ordering program — known as Web-Based Supply Chain
Management, or WBSCM.
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Important Contact Info

Rhode Island Contacts:
Dennis J. Sullivan
Phone: 401-462-5111

Email: dennis.j.sullivan@doc.ri.gov
Contact Dennis for all questions about USDA Foods and the USDA Foods Program in Rhode Island.

WBSCM Help Desk:
Help Desk Hours: 8:00 AM to 6:00 PM Eastern Time
Phone: 877-WBSCM-4U or 877-927-2648

Email: WBSCMhelp@ams.usda.gov
Contact the WBSCM Help Desk for any trouble you have once you log into the WBSCM system.

eAuth Help Desk:
Help Desk Hours: 8:00 AM to 8:00 PM Eastern Time
Phone: 800-457-3642

Email: eAuthHelpDesk@ftc.usda.gov
Contact the eAuth Help Desk only after contacting the WBSCM help desk. They can only help with
trouble logging into your WBSCM account, or re-setting your username and password. The WBSCM
help desk is usually able to resolve these issues as well, so try them first.
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WHEN THE STATE SETS UP YOUR
WBSCM ACCOUNT



YOU WILL RECEIVE THIS EMAIL - Check SPAM

From: WBSCM_USER_REGISTRATIONEAMS.USDA.GOV [mailto;WBSCM USER_REGISTRATIONEAMS .USDA.GOV]
Sent: Wednesday, March 16, 2811 1:31 PM

To: Golia, Dom

Subject: Action Reguired: Register USD4A WESCM User Account

Didn’t Receive the
Email? Check Spam
or Contact Your IT
Dept and ask them
to make sure this
email address is
allowed

Thisz email is for the individual idermtified in the greeting line and
cannot be shared with any other user.

Dear Dom Golid,

A user account has been created for you on the United States Department
gf fgriculture (USDA) Web-Based Supply Chain Managemernt (WBSCM) System.
In order to access this account, wow will need to obtain & wsername and

pazsuerd from the USDA gluthentication System.

Important:

The email address appearing in the Jo: line of this message, and the
last name of the recipienmt in the greeting line must be entered in
ggg$g;n;&5ggkgn registration forms. Failure to follow this procedure
will result in an error message during WEBSCM registration.

1. If ynu do not already have an gﬁgxngn;&ggg;gﬂ account, please access

2. Once your ghuthentication account has been activated, please access
the following address to complete your WBSCM registration:

hittps://portal.wbscm.usda. gov/registrationfaction=init&token=3e%2B5riepBiduv QHpY of ¥2Fky INiF Bz opGNCZHE2BWEE
WlzhvAKign2mr QX eH7nWZAFFEZF

3. Once vou have completed your WESCM registration, please use the
following URBL for ALL future WBSCM logins: hitp:/fwwwd.usda. gov/wbsom

If you have any gquestions, please comtact your user administrator.

dennis ). sullivan@doc.ri.sov

This is an automatically generated message. Please do not reply back to

this email.



STEP 1

————— Original Message-----

From: WBSOM_USER_REGISTRATIONEAMS.USDA.GOV [mailto;WBSCM_USER_REGISTRATIONEAMS .USDA.GOV]
Sent: Wednesday, March 16, 2811 1:31 PM

To: Gplia, Dom

Subject: Action Reguired: Register USDA WESCM User Account

Thiz emall is for the individual idemtified in the greeting line and
cannot be shared with any other user.

Dear Dom Goig.l

A user account has been created for you on the United States Department
gf fgriculture (USDA) Meb-Based Supply Chain Managemernt (WBSCM) System.
In order to access this account, wou will need to obtain & username and

pazsuerd from the USDA ghuthentication System.

Important:

The email address appearing in the Jg: line of this message, and the
last name of the recipiemt in the greeting line must be entered in
efduthentication registration forms. Failure to follow this procedure
will result in an error message during WEBSCM registration.

1. If you do not already have an eAuthentication account, please access
q/ http:/ /. eauth.egov.usda. gov/eauthCreatelccount.html to reguest a Level 1 account.

2. Once your gAuthentication account has been activated, please access
the following address to complete your WBSCM registration:

https://portal.wbscm. usda. gov/registration faction=init&token=3e%2B5r iepBiduv(HpY of #2 Fky1NiF Bz opGNCZHE2BWEE
WlzhNvAKign2mrOXeH7nW2 AFFEZF

3. Once vou have completed your WESCM registration, please use the
following URL for ALL future WBSCM logins: http:/fwwwi.usda. gov/wbsom

If you have any guestions, please contact your user administrator.

dennis . sullivan@doc.r.eov

This iz an automatically generated message. Please do not reply back to

this email.



Click on “Level 1 Access”

USD‘A United States Departrment of Agricultune
am YSDA eAuthentication

i Quick Links
 What s an account?
b+ Create an account

b Update your account

Administrator Links

¢ Local Registration
Authority Login

About eAuthentication | Help | ContactlUs |  Find an LRA

You are here: efuthentication Home > Site Map

Site Map

Links to efAuthentication Services and Information

The sAuthentication Service has new web pages. Please use one of the links below to locate the
service yvou are trying to reach.

m  sauthentication Home
O Site Map
O Login or Update Your Account
m  Account Information
o What is an Account?

m  Create an Account

0 ooao

]

1

Create a Level 1 Customer Account ..-l
Create a Level 2 Customer Account

Find an LRA

Find an Agency Registration Lead
Register an Internal Account

m  General Information
o  About eAuthentication
O Contact Us
m  sAuthentication Help
O Freguently Asked Questions
O User Guides & Documentation
m Self-Service

o Change Password

O Forgotten Password
0O  Forgotten User ID
m  Administration Links
o LRA Information, Training, & Login



Create your Password

Required Requirements:

* 12 - 24 characters long

* At least one uppercase

* At least one lowercase

* At least one number (1 —9)

* At least one special character
 Passwords cannot be dictionary words




Create Your eAuth Account

LIS Ay vnitea States Department of Agrcultune
uUsDA eAuthentication

Fimnd an LR.A

—Aauthentication Account Registration = SAccount Reguest Formm

Lewvel

You are here:

Quick Links =
& What is an account? Register for Your A ccount -

P Creata an account

1

Form Approved OME MNo. OSOZ-00 13

Administrator Links L SRR R Sl o o
uUsDa custoamers should complete the information below to create a USDuAa

esuthentication account. Please read the easauthentication Privacy Act
Statement and Public Burden Statement for more information on how your

personal information will be protected.

Last Name
Must
Match
WBSCM
Last Name

Al required fields are red and marked by an asterisk (i.e. ™~ ). Enter your first
and last name exacthy as it appears on your Gowvernment issued photo I

(e.g. state driver's licenseal.

W

Nnformation

Required Field™ —
First Mame= Linda \I_I
rAiddle Initial
P~ N—1
Contact Inforonation ’

Ermail™ Linda.Hubeny@ ct.goaw —I

Confirrm Email™ Linda.Hubeny@ ct.gow

w

"

Login Information

User ID* linda.hartford

Password® L L L L L L L L L L X L

Confirrmm Password® SN BNNRNNORS

"

Security Questions
Please select and answer four distinct questions from the selections below.
This information will be used to walidate your identity if you forget your
passwaord. Each question may only be used once. For additional assistance,
click the [ =] abowve.

1+ [wwhat is the name of your first pet? =1 \—I

Fred

2* IWhEt was your high school mascot?

Bull

3= IWho was your prom date?

Brad Pitt

a4+ IWhEt is the name of your first school?

Davis




Click “Submit” Button

USD‘A United States Departmant of Agriculture < \I— )
S USDA eAuthentication EHS L

Home : About eAuthentication | Help { ContactUs Find an LRA

o — You are here: efAuthentication Account Registration = Account Regquest Confirmation
Quick Links

» What is an account? Create an eAuthentication Account

+ Create an account

b Updats your account Step 2 of 4 - Level 1 Access Account Verification
Administrator Links L L . . . .
If this information is incorrect, please click the edit If the information is

¢ Local Registration - —_— .
ity correct, please continue by clicking the submit button.

Verify User Information
User ID: linda.hubeny
Mame: Linda Hubeny
Email: Linda.Hubeny@ct.gowv

Verify Security Questions & Answers

Q: What is the name of your first pet
A Fred

Q: What was your high school mascot
A: Bull

Q: Who was your prom date
A: Brad Pitt

Q: What is the name of your first school
A Davis
/

(Edit ) [ Submit )
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Check Your Email

USDA United States Department of Agriculture
s USDA eAuthentication

" -~
S A AT e | " 4&

Home4TAbou?eAuthenticatitﬁT Heﬁw No need to print.

QUiCK TR - Create ™ Account Just make sure the

e message says
IS an account?

“Congratulations”
Level 1 Access
Step 3 of 4: Print and Check Email

at the bottom.
» Update your account

Administrator Links

b Local Registration
‘Authority Login

Please print this page for future reference.

Congratulations
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You Will Receive a 2nd Email

From: eems, suppor t@ocio, usda.gov

Tos Hubeny, Linda

Cc

Subject: eAuthentication: FYI - Instructions to Activate Your USDA Account With Level 1 Access

Step 4 of 4 - Instructions to Activate Your USDA Account with Level 1 Access
Congratulations hartford linda, you have successfully created a USDA eAuthentication account with Level 1 access.
Before vou can use vour account with Level 1 access vou must do the following:

1. Please wait approximately 10 minutes from she receipt of this email before vou activate vour account with Level 1 access.

2. Click ACTIVATE MY ACCOUNT \_|

NOTE: If vou have trouble accessing vour activation link above, please copv and paste the following URL into vour browser address bar:

https:/www.eanth usda gov/'registration/selfR egistration A ctivation. aspx 7ID=69D58B0ABT73C4B65ATT2AIDO44CEFATE

The User ID vou created is: hartford linda
The email address vou provided is: linda hubenvi@ct.gov

Please retain this information for future reference.
Once you have activated vour account vou will have immediate access to the USDA portals and applications that accept accounts with Level 1 access.

You can also view or update vour account information by clicking on the eAuthentication USER. ACCOUNT HOME link.

https:/identitymanager.eems.usda.gov/iam/im/eems/cal 2/index jsp?console tab=Home

If vou need further assistance, please contact the ITS Service Desk at eAuthHelpDesk@ftc usda gov or call 800-457-3642.

Please include the following information in vour request:

« Your first and last name

»  Your eAuthentication User ID

s The URL (web address) of the website or application you were attempting to access
+ The text of any error messages and a detailed description of the problem

Thank You,
-- The USDA eAuthentication Team

Didn’t Receive the
Email? Check
Spam or Contact
Your IT Dept .

NOTE: If vou have trouble accessing vour user account home link above, please copyv and paste the following URL into vour browser address bar:

8/29/2012 2:55 |




Your eAuth Account Has Been Activated!

USD’A United States Departiment ol Agricultune
ﬁ UsSDA eAuthentication

About eAuthentication | Help | ContactUs Find an LRA

o - ¥ou are here: efuthentication Account Registration = Account Activation
Quick Links

I What is an account?
r Create an account
I Update your account

¢ Local Registration
Authority Login

Administrator Links

Step 4 of 4 - Account Activated

Create an eAuthentication Account

Your account has been activated with Level 1 Acccess Please wait 20 minutes
from the time of activation before using the account.

eluthentication Account Information:

User ID: hartford.linda
Email: linda.hubeny@ct.gowv

Non-USDA Federal Employees Requesting Level 2 Access

If you are not a USDA Federal Employee and have requested Level 2 Access.,
¥ou must visit a USDA service center for identity-proofing by a Local
Registration Authority (LRA). Find an LEA

If you cannot find an LRA, contact the ITS Service Desk:
email: esuthHelpDesk@ftc.usda.gov
Phone: 300-457-3542

efuthentication Home | USDA.gowv | Site Map
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | US&.gow
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STEP 2 - Go Back To The First Email

-----0Original Message-----

From: WBSCM_USER_REGISTRATIONMEAMS.USDA.GOV [mailtojWBSCM USER_REGISTRATIONEAMS.USDA. GOV]
Sent: Wednesday, March 16, 2811 1:31 PM

To: Golia, Dom

Subject: Action Required: Register USDA WESCM User Account

Thiz email is for the individual identified in the greeting line and
cannot be shared with any other user.

Dear Dom Goig,

A user account has been created for vou on the United States Department
gf Agriculture (USDA) Web-Based Supply Chain Management (WBSCM) System.
In order to access this account, vou will need to obtain & wsername and

pazsword from the USDA gluthentication System.

Important:

The email address appearing in the Jp: line of this message, and the
last name of the recipienmt in the greeting line must be emtered in
efuthentication registration forms. Failure to follow this procedure
wWill result in an error message during WBSCM registration.

Now,
click on
the
second
link

1. If you do not already have an gfuthentication account, please access
O goy e egate 1

2. Once your eAuthentication account has been activated, please access
the following address to complete your WBSCM registration:

https://portal.wbscm.usda.gov/registration?action=init&token=3eX2BSriepBiduvQHpYot2F
kyINiFBzopGNCZHA:2BHWBEWIzNvAKign2mrOX eH7 nlW2AF F52F

3. Once yvou have completed yvour WESCM registration, please use the
following URL for ALL future WESCM logins: hktp://Jeww.usda.gov/wbscm

If you have any guestions, please comtact yvour user administrator.

dennis . sullivani@doc.ri.gov

This is an automatically generated message. Please do not reply back to
thiz email.l

14



Home : About eAuthentication: Help : ContactUs ;| Find an LRA

*****************WARNING*****************

* You are accessing a U.S. Government information systemn, which includes (1) this computer, (2) this
computer netwark, (3) all computers connected to this network, and (4) all devices and starage media

attached to this network or to a computer on this network. This information system is provided for U.5.
Government-authorized use only.

¢ Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal
penalties.

# By using this information system, you understand and consent to the following:

2 You have no reasonable expectation of privacy regarding any communications or data transiting or
stored on this information system. &t any time, the government may for any lawful government

purpose monitor, intercept, search and seize any communication or data transiting or stored on this
information system.

2 Any communications or data transiting or stored on this information system may be disclosed or
used for any lawful government purpose.

2 Your consent is final and irrevocable. You may not rely on any statements or informal policies
purporting to provide you with any expectation of privacy regarding communications on this system,

whether oral or written, by vour supervisor ar any other official, except USDA's Chief Information
Officer.

tttttt#ttttttttttWARNINGttttttttttttttttt

[Canccl] [ | Agree ] \j_l

15



Enter the eAuth User ID and Password You Just Created

= toeae i - =

USDA United States Depariment of Agriculture
Z USDA eAuthentication

Quick Links
I What is an account?

I Greata an account
b Update your account
Administrator Links

¢ Local Registration
Autharity Login

Home | AbouteAuthentication | Help Contact Us Find an LRA

You are here: eAuthentication Home > eAuthentication Login

eAuthentication Login

LincPass (PIV) ? || User ID & Password ?

il
\—
I forgot my User ID | Password

REGISTER LOGIN _

Change my Password

User ID: SmithKitchen33

Password: ssesssess

CLICK HERE TO

LOG IN

LincPass (PIV)

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.5. Government information system, which includes (1) this
computer, {2} this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
networle. This information system is provided for U.5. Government-authonized use only.

+ Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

* By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or
data transiting or stored on this information system. At any time, the government
may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system.

2. Any communications or data transiting or stored on this information system may
be disclosed or used for any lawful government purpose.

3. Your consent is final and irrevocable. You may not rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer.

efuthentication Home | USDA.qov | Site Map

16



Click “Accept” and “Submit”

A United States Department of Agriculture
ﬁ WBSCM User Validation

WBSCM Rules of Behavior

Eule=s of Behavior

[

(Version 1.0)

Web Based Supply Chain Management (WESCH) participants must understand and
agree to their information security responsibilities=s to be allowed access to
the WESCHM =system. WESCH rules of behavior for all participants include, but
are not limited to, the following:

1. Participants shall understand and comply with United States Department of

Logriculture (USDA) policie=s and procedure=s, and with federal, =state, and local
laws=.

3. Users shall protect their UserlIDs and passwords from disclosure.

17



Congratulations! You’'ve Made it into WBSCM!

@News and Alerts - WB3CH Portal @ - + = v Page~ Safety - Tools - @lv

SDA United States Department of Agriculture
fl Veb-Based Supply Chain Management

N

Welcome Jane Doe Log Off

Hews and Alerts  Inbox

News and Alerts
[4]H

Detailed Navigation

Forums [#] by Control Pane]
() News and Alerts Forum Homs
| Portal Favorites Forum | Category Views Topics | Messages  Last Post

‘m There are no tems to g o \WBSCM News and Announcements

I 120 0/0 Mar 8, 2010 1:31 FM
2]
2 |FNS News and Announcements s 010 Mers 2010217 Bl
Can’t see all of
? a
these tabs? FNS News and Announcements (RA) 5 0/0 s, 2010218 Pl
Follow the

instructions on
Page 27 to fix
this.

o | USDA Holds and Recalls

35 0/0 Mar 8, 2010 2:19 FM

@ New content since your last visit

18



MS Internet Explorer 8 or Higher Compatibility & Disable Pop-Up Blocker

First, you want to make sure your settings are correct — follow the steps on these two pages to
change them.

News and Alerts - WBSCM Portal - Microsoft Internet Explorer provided by New York State OGS - |ﬁ' |5|
L) . b T e . +. oy =
5.\__-/. - |g, https: i iwbscrtrn, whbscm, usda, gowfirjfportal j @ Certificate Errar @ +|| A I!_, Live Search o)

= Edit VYew Favorites Tools Help

' Favarites | 9 & | Weh Slice Gallery =

BMews and Alerts - WESCHM Porkal

- B - = ;._=>,W. Tools - @~ 7

"fJ Reopen Last Browsing Session

SDA United ment of AgricL Turn Internet

- i Welcom
Web-Based Supply Chain Management oel

Explorer 8

TR petons | i | opors | o | Compatiblity

and nbox View on and

[ Manage Add-ons

o3¢ Work OFfline

. v
disable your
Hews and Alerts P Up Block Compatibility Wiew Settings
[#] 1 Op-Up blocker Full Screen Fii
Jetailed Navigation [~ Corume Toolbars L nel
O News and Alerts ‘ Forum Homs Explorer Bars H
T =0 p—— e Developer Toals F1z2
o |WBSCM News and Announcements Suggesiied Fi22 en
Diagnose Connection Problems. ..
@ |ENS News and Announcements Send to Cnetlote -
- Internet Options
@ |ENS News and Announcements (RA) i 770 oS 2010218 M
[ -y &
@ |USDA Holds and Recalls 26 070 Mar 5. 2010 219 FM
[ -y &

@ New content gince vour last visit
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Get rid of that darn bar that doesn’t let you print!

To stop the information bar from blocking file and software downloads

1. Open Internet Explorer by clicking the Start button ©. In the search box, type
Internet Explorer, and then, in the list of results, click Internet Explorer.

2. Click the Tools button, and then click Internet Options.
3. Click the Security tab, and then click Custom level.
4. Do one or both of the following:

» To turn off the Information bar for ActiveX controls, scroll to the ActiveX
controls and plug-ins section of the list, and then, under Automatic
prompting for ActiveX controls, click Enable.

* To turn off the Information bar for file downloads, scroll to the Downloads
section of the list, and then, under Automatic prompting for file
downloads, click Enable.

5. Click OK, click Yes to confirm that you want to make the change, and then click
0K again.

20



The WBSCM Home Page

Click here when
you're done to
Your name will Log Off

SDA United State f Agriculture appear here

gl Veb-Based Supply Chain Management

e R

MNews and Alerts  Inbox

E Mews and Alerts - WBSCM Porkal Page + Safety + Tools = @v

Welcome Jane Doe Log Off

News and Alerts | Back Forward |:
[4]}] 1
| Detailed Navigation |
Forums My Control Pane|
) News and Alerts ‘ Forum Homs
| Portal Favorites BN Forum / Category Views Topics [ Messages Last Post
|E| There are no items to dizplay ‘ @
| 2 |\ WBSCM News and Announcements 120 0/0 Mar 8, 2010 1:21 FM
& |ENS News and Announcements 15 0/0 Mar 9. 2010 217 PM
I , 2 2l

@ |ENS News and Announcements (RA) - 2 0/0 Mar 8, 2010 2:18 F

@ |USDA Holds and Recalls

35 0/0 Mar 8, 2010 2:19 FM

News and
Announcements
from USDA -If
Dot is Orange
There’s New Info

& New content since your last visit
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Navigating WBSCM

There are 4 tabs at the top of the WBSCM page — Home, Operations, Admin, Reports, and Help.

When you click on one of these tabs, different options will appear in the “Detailed Navigation” column
on the left hand side of the page. When you click on the options under the Detailed Navigation column,
you will get to different areas, such as “Manage Users” or “Domestic Order Entry”.

To get to these areas more quickly, you can create a “Portal Favorite” — then the link to that area will always
show up in the Detailed Navigation Column, no matter where you are in WBSCM.

/
L

Manage Users Crganization Maintenance Master Data

Manage Users | Back Fo
[4]k]

1{
Detailed Havigation [~ I Manage Users

= Hlaintain U=zer Profile
= User Security Report ;
qﬂﬂﬂ.gﬁ‘ Users _ | | || Search | | Rezet | Ansonia
e User Search Criteria [=]| |
L asoa
Firzt Name Last Name Last Logon Date
J Dan An=zonia 2011-03-17 09:23:56
J Dominick Golia
J Dan Sadows=ki 2011-03-17 10:05:24
HEOS @  HEHB
22




Create Portal Favorites

TR s |
ManagelUsers  Organzation Maintenance  MasterData \_
E

L | Bak Fonian
[4]¥] Open 11 New Winaw
e

+ kil Usar Proflie Perzonzlme
1 User Securty Regon “alp
T | s ||| //
w |}1‘| User Saareh Critera | |'| | SEETG'I A3 b0 Brweer Famrkes
EE=NENT Ca— TN
Frat e a3t e
J o stz MG B 556
|ncmnu Gl
J o Samekl -7 1052

BEA [ OE8
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CLICK “Expand” Button

PO renors e |

Manage Users Crganization Maintenance Master Data

Manage Users | Back
4]k i
Juocwses
= HMaintain Uzer Profile
= Uszer Security Report )
J Manage Users| | |[ Search | [ Reset| ~ Ansonia
e User Search Criteria [=]| |
Firzt Nams Lazt Name Last Logon Date

" Manage Users | J Dan Ansonia 2011-03-17 09:23:56

J Dominick Golia

J Dan Sadowski 2011-03-17 12:56:37

BER @0 EHEHB
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Portal Favorite Creation Completed

Crome | Opersions WO Repors [ hep |

Manage Users Master Data Organization Maintenance

Marage Lisars | Back F
— - Ansonia
I el
T organizations M User Search Critsra [=]| |
v User Secury Report Firs2 ame Last Name L=t Logun Dae
8 sesnags users “Manage | Dominx el
I Portal Favorites Users”
Portal
Favorite
WanEge Ussrs

HEA 0 EEa

Crezte New Lser |

Usar Detalis

Personal a3t Rpedsz Ao omE [ ol »]re

UseniD: GOLADOD0 Company: 0004000744

First Mame:*  [Dominick Phone: P0E-THE-5009

LastName*  Golla Far 20375065

Emall agollafansonia ong Mol Prone:

THle =-|

Street Address: 20 Putask] Higtway

CRy: Anzania

Zip Cone: 05401

Country: - USA -

StaleAProince” Connectiout |

Time Zone: -]

RIESLE Moaty User || Delete User
25



Vr lmr dn —RV|W dNQC

e Your

er Profile

This Message
will Appear
Admin :_ |ﬂ After You Click
Master Data  Organization Maintenance “Update”
I.Iairrlain User Profile | Bacl

f Data was =aved successfulh-.r

I Detailed Havigation m S _|
(N Maintain User Profile _|
» Uzer Security Report
= Manage Users Title: I:E
First name: * |
I Portal Favorites =1~ Last name: * |
= Entitlement/Bonus Summary Report
* Maintain Direct-Ship Delivery Periods Address
M u
e — Strest: |1E~E- Capitol Ave. 5th Floor 5 Houze Number: |:|
City: Hartford |
Important — Region / State: | Connecticut || Postal Code: 06106
C(?mplete thl_s Country: [UsA |-
section to receive
Hold/Recall Communication
Announcements,
then click Method Value [ Number / E-mail Address ) Recall Contact Preference
“Update” Telephone |»| [860-555-5555 |[Preferred Method #2[=| & T
| Telephane |*| |880-555-1234 —Ln Z10
Email address i idum.guhﬂ@ansuma.urgj . If you don’t want to a4 ﬁl
| =] | ! receive WBSCM i |
Opt out from order change notification emailz?: O update emails,

check this box and
click “update”
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What to do if you can’t see all the tabs at the top of the page:

Click on the box

If you only see Home, Admin and Help at the top of the

next to the
person’s name page, you'll need to change your “Current Roles.” To do
\\ and their this, go to “Manage Users “ and follow these steps.
information will

appear below

m Operations Admin

Master Data Organization Maink

Manage Users
Managa Usars | Back
lals] ‘
I T
= Maintain User Profli [=][ |
v User Securly Repor L35t Mame L35t Logon Date
0N Manage LEsars (e Eall
L rormomn B
=  EnfRlementBonus Summary Report
MaItEIn Direc-Saip DeINery Perods
= Manage Users -
HEER 0 EHE8
Crezie New User |
Usar Detalls /
your email and last Personziazte MLt I | 4]+ |re
name on thls page’ lt UseriDr GOLAD001 ComgEny- 0004000744
must match the email Firsthame:*  Dominik Fone: 2037365008
and last name on your g = 2eTIES0E
y Emalt * dgolla@ansonia.ong Kol Phane:
eAuth account or you The -
will be locked out — if Street Address: 20 Pulzskl Higay
. CRy. Ansonia
you want to do this,
Flip Code: 05401
call the WBSCM help Country-* UsA ~]
desk to walk you T R e i 3
Time Fone- -
through the steps.

Mool User || Delete User
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MAKING SURE ORG ADMIN & ORDER MANAGER ARE IN CURRENT ROLES

USD United States Department of Agriculture ;
— Welcome Mr. Dan Sadowski

sl \/eb-Based Supply Chain Management

o | opuronors P oo w0 |

Manage Users Organization Maintenance Master Data

Manage Users | Back
[4]¢] 1

Detailed Navigation [~
= Maintain U=er Profie DDD Ruwufﬂ DDD
» Uszer Security Report
.
E E User Details
Portal Favorites
—— an
Current Roles
J Org Adrmin - RA
J COrder Manager - RA
J View-Only - RA
HEOR @0 EHEHBH
-/ [ Modify User || Delete User |

28



If Order Manager Isn’t in “Current Roles” - Add it

1 ~amin [

e Users Organization Maintenance

:Users | Back Forward
4 J Dominick Golia
|_ Dan Sadow=ki 2011-03-18 13:11:03
ain Uzer Profile
Security Report
avorites =000 DDD Huwufz I:":”:l
User Details
Personal data Ftule [N, Admin data L] ][]
Avaliable Roles Current Roles
“User Updated J Order Manager - R4 J U=ser Admin - R
Successfully” will | org Admin - RA E/LMII | Org Admin- RA
Appear After “Save” | User Admin- R
Button is Clicked. | View-Only - RA
All the tabs should
now be visible at the BEER 0 EHEH HER @0 EHEH
tOp of the page. —/l Save | | Cancel

[il User Updated Succeszfully.
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ADMIN DATA TAB

USDA United States Department of Agriculture

_ Web-Based Supply Chain Management

B oo L

Manage Users Organization Maintenance Master Data

Welcome Mr. Dan Sadowski Log Off

Manage Users | Back
[4]¥] 1

I Detailed Navigation |~ |
» Maintain User Profile BEE  [§ HEBH
= Security Report
ser Securty Repo
.
User Details
I Portal Favorites B =]

Uzer Locked:
Reazon Locked:
| Resend Mew User Email|

| Modify User || Delete Uszer |
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SETUP WBSCM ACCOUNTS FOR YOUR STAFF

You only need to follow these steps if you need to set up accounts for other staff at your school or organization.
Otherwise, skip ahead to page 40.

31



Manage Users Will Display the People that are Assigned to Your District in WBSCM

USDA United States Dapartment of /

| Welcome Dan Sadowski
ZS \eb-Based Supply Chain Management - -

I
UEELE Admin B < e—

Manage Users Master Data Organization Maintenance

Manage Users
[4[r]

1
I Detailed Navigation [~ |

I Manage Users

= Maintain Uzer Profile
» User Security Report .
O Manage Users '_ | || Search| | Reset | Ansonia
Organizat User Search Criteria I~ |
I Portal Favorites
First Mame Last Name Last Logon Dats
* Entitement/Benus Summary Report J Dominick ol
* Maintain Direct-Ship Delivery Pericds
* Manage Uzers
\ If You Created
a Portal
Favorite — It’s
ust One Click!
J BED 0 EEE
Create New User
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Creating a New User

e

Manage Users Master Data Organization Maintenance

'ﬂw Usars I E —
|a] x| [
| cotaeanaviguton il [enspevees |

+ Maitzh Ussr Proflie

v User Securfy Report

N anags users | I | sezren | | mesar | Anson®

Cuganizations It User ssareh critena | || | Searen || Resel
Portal Favorites
First Name L=l Name Last Logon Date

) g J Dol collz

* Mtz Direc-Ship Delkery Periods

= LrEnEge Users

BEEO 0 OEH
—/ Cneate hew User
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Creating a New User - Personal Data Tab

L L —

Manage Lsars | B2k Forwar [
[a]e] [ L
I Detaliad Mavigation = | | semren | | E&H Ansonia
Organizations L SEarch Fesel
- MzinEin User Profie Usar Ssarch Criteria | [+] |
» LseT Securly Fepart First Kame Last Name Last Logon Cate
ol Manage Lissrs | Dominick Gala

=  EmiRlementSonus Summary Repar
*  Malniain Direct-Ship Delkery Periods
= Mamage Users

HEE 0 EE8
o L

Ussr Detalls

n-u,_u |

Userinn Company 0004000744
Firsi Mame: = | Prone |
L2352 Name: Fan

Emall: * Kiohlle Phone:
TR | =]

‘Sareet Address: [
Chy. |
Zip Coe:
Courny- -

SEeProince [T=]
[ [=]

Thme Zone:

[Tree Rt EaE=
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Manage Users Master Data

Creating a New User - Personal Data Tab

e | opesions NN Repors | hew |

Qrganization Maintenance

Manage Users

Detailed Navigation [~

= Maintain User Profile
» U=er Security Report

N Manage Users

HER 0 EHEH

User Details

Perzonal data

= Entitlement/Bonus Summary Report
* Maintain Direct-Ship Delivery Pericds
* Manage U=zers

\\H/‘ﬁ' |User

Last Mame: * |Test

Email & Last

Name Must Strest Address:

Match eAuth

Account

State/Province:

Company: 0004000744
Phone: 860-555-5555
Fax:
| uzer.test@anonia.org Mobile Phone:
00000
A




Creating a New User - Role Data Tab

Manage Users Qrganization Maintenance Master Data

e R e

Manage Users | Back
[4]¥] 1
I Detailed Havigation |
= Maintain User Profie BHEE @ HEH
= Uszer Security Report
Create New User
N Manage Users
User Details
I Portal Favorite s a =
¥ Rokdata [REVIITET [ ]
* EntitiementBonus Summary [
Avaliable Roles Current Roles

* Maintain Direci-Ship

* Manage Users Make Sure to J Order M RA J Org Admin - RA
raer Kanager - r min -
Add Order J Org Admin - RA ‘ J Order Manager - RLA
Manager & J Uszer Admin - R4 J View-Only - RA
Org Admin | View-only - Ra
BER @0 EHEHB BHEE [0 HEHE
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Creating a New User - Save

Qrganization Maintenance  Master Data

e R

Manage Users | Back
[4]H] 1
I Detailed Navigation [~
* Maintai fser Frofie BEE 0 EHEH
= User Security Report
Create New User
N Manage Users
Uzer Details
I Portal Favorites =10
Personal data JIIFETEN,  Admin data (]
Avaliable Roles Current Roles
J Order Manager - RA J Org Admin - RA
J Org Admin - R& Add b J Order Manager - RA
| User Admin-RA | View-Only-Ra
| view-Oniy - Ra

When you click
“Save” the New
User email will

automatically be

sent to the new
user

BEER @ EEH BEER 0  EEE
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User Created Successfully

L

\I Manage Users  Organization Maintenance  Master Data

Manage Users
[4] ] 1
I Detailed Navigation =
» Waintain Lzer Profile
» U=er Security Report

(N Manage Users
I Portal Favorites =100

This
Message Will

Appear
PP

[@ User Created Successfully.

BED 0 EEE

User Details

Perzonal data Ftnledata I Admin data

Avaliable Rolez

J Order Manager - RA

J Org Admin - RA
J =zer Admin - R&
| View-Ony- Ra

HER 0 NEH

Current Roles

J Org Admin - RA

J Order Manager - RA
J View-0nly - RA

HEE 0 MEE
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NEW USER WILL RECEIVE EMAIL

THE NEW USER WILL START AT PAGE 5
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Finding Entitlement
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Running an Entitlement Summary Report

Log in to WBSCM

Click on the “Reports” tab at the top of the page

Click “Entitlement Management” in the left hand column
Click “Entitlement/Bonus Summary Report”

G @ & nttps://portal.whsem.usda.gov/

File Edit View Favorites Tools Help

N S

E Web Based Supply Chain Man... @ Entitlement/B

x @Camert - [B0 Select

far - v [] g= v Pagev Safetyr Tools~ (@~ (N [N]

Welcome Rosie

Order Processing \\
Entitlement/Bonus Summary Report \/

[4]¢] 4

Detailed Navigation

* RA Entitltement/Bonus Detail Repo E

Entitlement/Bonus Summary Repd \<m_EEJ
* Multi-Food Received Shipment Report ntitlement/Bonus Summary Report .71
* Requisition Status Report FEZEIVALTES
= RedigtributionRedonation Detail Report Ei Show ariants
= Walue of Commeodities Received - RA
= Value of Materialz Received - Multi-Fooc Program: = 2 | | &
= Mulii-Food Requisition Report Program Year: * <> l:l To l:l o
= Domestic Ship-To Gontacts Report SDA Region Cods: & o>
Portal Favorites = | RAJSDANumber: = [4008887 &

Sold-To Stats: < T[T

41



3. Fill in “nslp” for the Program
4. Fill in “2017” for the Program Year (for School Year 2016-2017)
5. Click “Print PDF output”

s |21

Order Processing

EntitlementiBonus Summary Report
[4]¥] {
[ Entlement Hanagement [ B Execute | || [5]Pint PO Outpuf T

« RA Entilement/Bonuz Detail Report .

[ Entitlement/Bonus Summary Report Entitiement/Bonus Summﬂﬁ’ REFOl't. @
Mult-Food Received Shipment Report Reset Values
Received Shipment Report

» Program: * @ Inshp a v
R-Bqustl]n Satus Fl!epurt < ——
Value of Naterigls Received - Mufi-Food ProgramYear:© @ P — [ T®
Ve of Waterae Received - Domestic &P | 504 Region Code: @ “ v
utFood Requistion Report RA/SDA Number: ] 4000744 v
T ST S O T v
E:‘.Fariants

Manage Uzers
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6. Click “Open”

wrs [
Order Processing

Entitlement/Bonus Summary Report

[4]¥] q
pailed Navigation I Reports : Input Criteria
[3 Entitlement Management

« RA Enfitlement/Bonus Detail Report

1 Entitiement/Bonus Summary Report
Iutt-Food Received Shipment Report
Received Shipment Report
Requisttion Status Report
Value of Materials Received - Multi-Food
Value of Materials Received - Domestic & Pr
Mutt-Food Requisition Report

prial Favorites

Manage Users

| (& Execute | |{ = Print POF Qutput

Entitlement/Bonus SummancRennrt 7]

Rezet Values

Program; *
Program Year: *
SDA Region Code:
RA 1 SOA Number:
Sold-To State:

=| [nsLp
=|[2012 |
Y

=| (4000744

o @

File Download

Do you want to open or save this file?

@ Mame: EntitlementBonussummaryRepe
e Type: Adobe Acrobat 7.0 Do 1
From: portal.whscr

Open H Save H Cancel

harm your computer. |f you do not tust the source, do not open or

|@ ‘While fles from the Internet can be useful, some fles can patentially
save this file. What's the rigk?




Entitlement/Bonus Summary Report Details

2 Adobe Acrobat Professional - [EntitlementBonusSummaryReport_20110329[1]. pdf]

Order Processing Z File Edt ‘ew Document Comments Tools Advanced ‘Window Help
Entitlement/Bonus Sumnj X Py [E] L:» i‘%‘ v (y v EI ﬁ Search ﬁ Create POF - A% Comment & Markup = Q‘_," Send for Review: - B Secure - Z‘ Sign - E_gl Farms ~
[4[¥] —
I soet | Bosweomarea @ | ([[5]© e - @ CE 1] @ I
21 Entitlement Management Wi —
RA EntiiementBonus Detal (o Entitlement/Bonus Summary Report :
() Entittement/Bonus Sum |§E] &
Muti-Food Received Shipment]| £
Received Shipment Report é So0ld-To Program|Year|Beg. Ent. DOD Presh Ent. Order |Bnt. Ending Bonua Order |[Bonus
L Balance Amount Total Pounds EBalance Total Pounda
mmw 7_ 4000744 HSLP 2012 473,587 450,000 415,331 9,445 48,266 a0
Value of Materials Received - Jj| @ Anssnia
Value of Materials Received - || & ansonla, cT . /1 I\
MultiFood Requisiion Report L 1 Record(s) $15,331 8,445 30
e
Manage Users %J
=
i This is the dollar This is the amount of
& amount of USDA entitlement
=1E ..
i Foods that your remaining that you
o school/organizatio can still spend.
n is entitled to for
o this year. This is the N
£ .
L entitlement dollar
=
£ amount that
* you’ve spent on
4 USDA Foods
|3 already.
5
The first page of the report is nonsense — scroll to page 2, and this is what you’ll see.
[T B _ | I
o [ 4 2w Mo o [O]H #

=]

| [l
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USDA Foods Catalog Worksheet

The USDA Foods Catalog Worksheet is NOT found in WBSCM. It is a spreadsheet, available in Excel
and as a PDF, that the Rhode Island FDP creates each year to help schools plan their order. This
spreadsheet will be emailed out to food service managers when the catalog opens each year in
January or February, and it will also be available on the program website

(http://.html).

A B c o] E F G H | J K. L I i o] [ Q =

12 This worksheet shows the products awvailable. the date(s) each product will be delivered to the warehouse. and the per case entitlement cost of each product. "MA" indicates that the productis not awailable for d
3 | Wwyouwview the spreadsheet in Excel wou can enter the nurmber of cases vou would like to order in the blue boxes. The sheet will automatically tally the total entittement costin the green box
4 |Enter# of Cases requesting in the Light Blue boxes.
b |Entitlement dollars and Cases will self total. Date of Delivery to the Warehouse:
Description Entitlement Entitlement ¥ of

Code - . - Cost of Cases | 7M5M3 | 713113 | 81513 | 8/31/13 | 91513 | 93013 | 10015113 [ 10/31/13 | 11115113 | 113013 | 12115113 | 1115114 | 1431
g (click on the links to view product factsheets) |CostfCase Order Ordered
7 =
g [POULTRY
9 100101 |CHICKER DICED CTH-40 L $94.58 $0.00 0[P R Il Il Il Il Pl Tl Il Il Il
10 [ 100117 [CHICKEN FAINTA STRIPS CTHN-30 LB $65.92 $0.00 0[P I Il Il A I I A [l [l A I I I,
11 [ 110080 [ CHICKEN OVER BOASTED FRZ 0 PC CTH-30 LE $70.95 $0.00 O [N [l A I [N A [l IA A A [
12 [ 100046 [EGGS WHOLE FEZ CTH-E/A LB $32.96 $0.00 0[P Il Il RS Tl Il Pl Il Il Il Il Il
13 [ 100119 [ TURKEY TACO FILLING CTH-30 LB $53.93 $0.00 0[P Iy Il Il A A I IS4 Il Il A A A I,
14 [ 1001271 [TURKEY BREAST DELIFRZ CTH-40 LG $81.04 $0.00 O [ IA A I A [N A [l IA A A A [
16 [ 1001286 | TURKEY ROASTS FREZ CTR-32-48 LB $79.60 $0.00 0[P Il Il (R Il IsA Il Il& LA Il Iy Il
16 [MEAT
17 [ 100187 [PORK HAM WWATERAD SLC FEZ PEG-G/45 LB $69.74 $0.00 0[P I [ A A I [ A A A A [
18 [ 100158 [(BEEF FINE GROUND FRZ CTH-40 LB $89.12 $0.00 0[P Il Il (R Il Iy Il T2 LA Il I
19 [ 110350(BEEF 100% PTY 85/15 FRZ 1.5MbA CTN-40 LB $92.88 $0.00 0[P I Il IA A I A I A Il A A A INA I,
20 [ 110346 [BEEF 100%% FTY 9010 FRZ 2.0kb4A CTHN-40 LB $107.50 $0.00 0[P I [ A A A A A A A A [
21 [ 110321 |BEEF SFF FTv HSTYLE CKD 1.5Mb4A CTN-40 LB $88.67 $0.00 0[P I T2 I I A I A Il Il A I T4 I,
22 [ 110322 |BEEF SFP PT HSTYLE CKD 2.0kb4A CTN-40 LB $88.67 $0.00 0P IsA IA A I A Is A Il IA A A INA I
23 |BEANS
24 [ 100359 (BEAMNS BLACK TURTLE CAN-EAD $15.04 $0.00 0[P IS Il T2 A I IS A Il Il A INA I,
25 [ 100370 (BEANS BED KIDMNEY CAN-E/0 $17.29 $0.00 O I [ IA A I A [N A [l IA A A [
26 [ 100362 |[BEANS BEFRIED CAN-EAD $159.40 $0.00 0[P Il R Il Il Il Pl Tl Il Il Il Il
27 [ 100360 (BEANS GARBANID CAN-E/N $15.94 $0.00 0[P I Il Il A A I A I A [l A A I I,
20 | 100373 |BEANS GREAT MOBRTHERN CAR-EA0 $15.80 $0.00 O [N [l A A I A [l IA A A A I
28 [FROZEN YEGETAEBLES
30 [ 100351 [BEANS GREEN FRZ CTH-30 LB $17.02 $0.00 0[P Iy, Il Il I A Il Il A A A A I,
31 [ 110282 [BROCCOL] FRZ PRG-E4S LB $28.50 $0.00 0[P Iy [A A A A [ A A A A [
32 [ 100352 [CARROTS FRZ CTH-30LE $17.91 $0.00 0[Pl Il Il Il Il Il Iy Il T2 LA I Il
33 [ 100348 [CORRN FRZ CTH-30 LB $17.38 $0.00 0[P Iy Il A Il A Iy I A IS A Il Il A A A <A I,
34 [ 100350 (PEAS GREEN FRZ CTH-30 LE $19.79 $0.00 0P I I A A A [ A A A A [
36 [ 100358 (POTATOES ROUNDS FRS PRGBS LB $14.60 $0.00 O[Mla Tl R (RS RN Tl I T2 ILA Il I Tl
36 [ 100355 (POTATOESWEDGE FEZ PRGE/A LB $15.03 $0.00 0[P Il A Il IA A I A Is A Il Il A A A I,
37 | 100353 |SWEET POTATOES BAMNDO CUT FERF PRG-6/A LB $1717 $0.00 OfMA I [ A A A [ A A A A [
38 [CANNED YVEGETABLES
39 [ 100307 [BEANS GREEM CAM-EAD | $14.32] $0.00 | D1 [l [ [ [ [, [l [l [riA [ TrA [hA, [,



http://education.vermont.gov/new/html/pgm_nutrition/fdp.html

USDA Foods Catalog Worksheet

Insert Formulas Data Review

=

Page Layout

View

Acrobat

a@.:.@sz

== % Cut WS Sans Serif 10 A =[_] = o Tmm T F ¥ AutoSum -
- - A == = Wrap Text General - =) g
£ i I R ol o T
Paste - == = e 8 o - 0 <0 .00 Conditional Format Cell Insert Delete Format Sort & Find &
v  Format Painter BIU = = = Gl Menescte < oo 3 | o se Formatting ~ as Table v Styles ~ - v v &2 Clear ~ Filter = Select =
Clipboard Font Alignment Mumber Styles Cells Editing
i - Fe v
A B C D E F G H 0] K L b M 0 P ol Fia
12 This worksheet shows the products available, the dete(s) each productwill be delivered to the warehouse, and the per case entiflernent cost of each product. "NA" indicates that the product is not evailable for o
3 | Mfwouwiewthe spreadsheet in Excel. wou can enter the number of cases wou would like to order in the blue boxes. The sheetwill automatically tally the total entilement cost in the green bhax
4 |Enter# of Cases requesting in the Light Blue boxes.
5 |Entittermnent dollars and Cases will self total. Date of Delivery to the Warehouse:
Description Entitlement Entitlement # of
Code - R - Cost of Cases | 715113 | 73113 | 81513 | 83113 | 915M13 | 9/30M13 | 1011513 | 10/31/13 | 1111513 [ 11130013 | 12115113 | 1115114 | 1131
5 (click on the links to view product factsheets) |CostfCase Order Ordered
7 =
& [POULTRY \
3 | 100701 [CHICKEN DICED CTM-A01LE [ $8458 $0.00 O[NA /mblue boxes show the dates that th NA
10 | 100117 |CHICKEN EAJTA STRIP% avaimk $59.92 $0.00 [MA V product will be delivered to the N NA
11 | 110080|CHICKEN OYEN ROAST TN $70.85 $0.00 [ 4 _ NUA
12 | 100046|EGGS WHOLE FEZ )/ products are Ng2.96 $0.00 il warlehc‘)use‘ fill in the numbm: of cases
13 [100118 ] TURKEY TACO FILLY, listed here — AR $0.00 0[N you’d like in these boxes. You'll have 4
14 [ 100121 |TUEKEY BREAST 4 $0.00 1M, : A,
1t (05 TUBKEV ROAETE clicking on the ; ST e N\ months from this date to get all of your (|
16 [MEAT links will open u cases from the warehouse to your
17 [ 100187 |EOEK HAM WATER p p 4 $0.00 aNA TNA - school s [NA
18 | 100158]|EEEF FINE GROL the product fact Ji $0.00 ofrA— NA Na Ty ’ T
19 | 110350|BEEF 100% FTY 851 : XL $0.00 [ T T | - r NANA - [NA [NA
20 [ 110346]|BEEF 100% PTY 9010 FINy sheet in your web AA10750 $0.00 ofa [NA Na ] T [NA [NA MA - [NA [NA [NA L [NA
71 [ 110321|BEEF SPEPTYHSTYLECEdN browser. o~  ssabr $0.00 ] R oS S T - ™ T S T N [
22 [ 110322|BEEF SPPPTYHSTYLECKD A e | $88.67 $0.00 oNA— [NA I T T T T T T
23 |[BEANS
24 | 100358 - $15.04 $0.00 I T T T T T T P MA [NA
25 | 100370|BEANS RED KIDNEY CAR-G/10 $17.28 $0.00 [ N P S Y - T S T P T A,
26 | 100362 |BEANS REFRIED CAN-G/10 $19.40 $0.00 ] O T T T T [ T T S T [
27 | 100360 |BEANS GARBANZO CAN-RAD $15.84 $0.00 ] [ ! il Ll MA(NA T [NA [NA
28 | 100373|BEANS GREAT NORTHERN CAN-RAD $15.80 $0.00 0MA, ,a-\-'r : P T T T T
29 [FROZEN VEGETABLES > f you use the excel version of the
30 [ 100351 |EEANS GEEEN FRZ CTNI0LE §17.02 30.00 4 sheet, the total number of cases N A e [
31 [ 110282 |BROCCOLI FRZ PKG-A/S LR $28.50 $0.00 of the product will self-total y A T
32 | 100352 |CARROTS FRZ CTN-30 LR $17.81 $0.00 i .4 MA [NA
33 | 100348|CORN FEZ CTH-30LR $17.38 $0.00 0 here... s, [MA [MNA [NA [NA
34 | 100350 |PEAS GREEMN FERZ CTH-30 LR $19.78 $0.00 R , , T oA (NA (WA [NAT [NA [NA
35 | 100358 | POTATOES FOUNDS FRZ PRGR/S LR $14.60 $0.00 ] S T [ NN N MA NA [NA [NA NA
36 | 100355 | POTATOES WEDGE FEZ PKG/S LR $15.03 $0.00 ol el A,
37 | 100353 | SWEET POTATOES FANDOM CUT FRZ PKG-6/5 LB $17.17 ..and the cost of your order of that product will self-total = ~&
38 [CANNED YEGETABLES h Scroll d furth d d b
39 [ 100307 | BEANS GEEEN CANG/D EEL ere. Scroll down further, and a green grand total box at
40 | 100313 |CORN WHOLE KEBNEL(LIG) CAN6/10 $16.50 the bottom will keep track of the cost of your full order.
41 | 100328 |TOMATO DICED CAN-EAD $1483 $0.00 a e
42 |[FROZEN FRUIT P
43 1DD258|APPLE SLICES FRZ CTMH-30LR | $26.03] §0.00 T [MA [NA [NA - [NA - [NA ] [MA - TNA - TMA - TMA - NA - [NA o
W 4 » %[ SY13-14 Catalog Worksheet . ¢ T - o ] il |
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Entering an Order for Delivery to the Warehouse In WBSCM

Once you have planned your order by finding your entitlement and filling out your catalog
worksheet, you're ready to log back into WBSCM and place that order.

Tip: WBSCM will log you out after a few minutes of inactivity. If you are logged out while you
are placing an order (you stop to answer the phone, get a drink of water, etc.), you will lose
everything you’'ve put in your cart.

Therefore, we suggest breaking your order up into multiple small orders. For example,
working off your catalog worksheet, put all your frozen vegetables in your cart, and then go
through the steps to page 61 (when you see the order confirmation page). Then go back to page
48 and put all your canned vegetables in your cart, etc. There is no limit on the number of
separate orders you place —just as long as it all adds up to your entitlement amount (plus 5%)
in the end.
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/ 1.
mmﬁm .

Order Processing 3
Domestic Order Entry ’

“Order Management”

Domestic Order Entry

Click the “Operations” tab at the top of the page
Under the Detailed Navigation box on the left hand side of the page, click

Under “Order Management, click “Domestic Order Entry”

Ll
Detailed Navigation I My Transactions Catalog | Entitlement

Transaction in Process

¥ [1 File Uploads/Downloads

[ Catalog Maintznance | Product Catalog

I Entitlement

* Maintain Direct-Ship Delive”

* Manage RA Catalog’ /

[ Order Management =" /
' -
* Consolidste Requisitions
* Returned FNS Orders
* Full Truck Load Requests
* Redistribute Order Quantities

Quick Search

m Extended Search

Overview

Quantity

k [1 Shipment Receipts
b D EI'I‘tIHEI'I:H‘I‘t M‘:‘IE@I‘HI[ [+]TEFAP Cs
¥ C3 N Delivery Calendar [+]cACFp /
[+]5FSE
[-]Direct Delivery ==
[+]Meat cs
[+]Poultry
[+]Fish
. [+]\egetables cs
Tlp: [+]Beans (Canned and Dry)
All of this stuff [-]Fruits (Canned, Dried, Fresh, Frozenp="

won't appear until Entitlement:
you've followed all
these steps. If you
see a message that
says “No Products
Found”, don’t
worry! You just
haven’t finished
following the steps
listed here!

Products Per Page

[+]Flaur
[+]Cils

[+]Peanut/Sunflower
[+]Pracessing Diversion

R 110161

Product
Order Due  Full-Truck
Praduct Number Price Delivery Period No Later Load
(Program / Sub- Name Than Quantity
Araa)
100236 FRUIT AND NUT MIX 01/16/2013 -
(NSLP/ Entitlement) | DRIED PKG-5/5 LB 35.28 UsD 08/31/2013 10/03/2012 1436000
100293 RAISINS BOX-144/1.33 01/16/2013 -
(NSLF | Entickment) o7 20,24 USD 08/31/2013 10/03/2012  2964.000
100294 i ) 01/16/2013 -
(NSLF ) Entitlement) RAISING CTN-3018 | 35.70USD 08/21/2013 10/03/2012  1380.000
100235 . 01/16/2013 -
PKG-24/
(NSLF | Entickment) RAISING PKG-24/1507 | 30.45 USD 08/31/2013 10/03/2012 1728.000
BHHT MIX DRIED PKG-5/5 01/16/2013 -
E 52,73 UsSD 08/21/2013 10/03/2012  1456.000

o

4. In the lighter blue column, click “NSLP”

5. Under “NSLP”, click “Direct Delivery”

6. Click on the product category you want

7. Under the product category, click “Entitlement”
8. Now, products should appear!
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Select “All” to View All Items in the Catalog

TN e |
Order Processing

Jomestic Order Entry | Bagy Fon
1] {

IMV Transactions Catalog | Entitlement Transaction in Process

} [ File Uploads/Downloads

v [ Catalog Maintenance [ Product Catalog
« Maintain Direct-Ship Delivery Peric
+ Manage RA Catalog Views Entitlement
v [J Order Management
LN Domestic Order Entry,
+ Consclidate Requisitions Quick Search Overview Product
+ Retumed FNS Orders S OrderDue  FullTruck
uct Num| Price Delivery Period No Later Load
* Full Truck Load Requests Quantity (Program / Sub- Name Than Quantity
+ Redishibute Order Quanities m Extended Search Area)
¥ [0 Shipment Recei
. ! ot g 100296 FRUITANDNUTMIX | goooyen | OUAE2013- | oo oo g
} O Entitlement Management [+]TEFAP cs — | (NSLP/ Entitlement) DRIED PKG-5/5 LB ' 08/31/2013 '
£ NW Delivery Calendar [+]cACED
100233 RAISING BOX-144/1.33 01/16/2013 -
[+]5FsP s (NSLP / Entitlement) 0z 2024USD | gpaypppyz | 10/03/2012 | 2964000
Portal Favorites : [InsLe —
[-]Direct Delivery 100294 01/16/2013 -
[+]Meat s (NSLP/ Enticlement) RAISINS CTN-30 LB 3370 UsD 08/21/2013 10/03/2012 | 1380.000
[+]Paoultry
[+]Fish 100295 enal 01/16/2013 -
[+ Vegetables = (NSLP/ Enticlement) RAISING PKG-24/15 02 | 3043 USD 08/21/2013 10/03/2012 @ 1728.000
[+]Bzans (Canned and Dry) )
[-JFruits (Canned, Dried, Fresh, Frozen) 110161 FRUIT MIXDRIED PKG-5/S 5o epy | OVAG/2013- | oo o |y ane noo
cs =21 (NSLF/ Entitlement) LB ' 08/21/2013 '
[+]Juice
[+]Cheese
[+]Grains al v
[+]Pasta/Rice Products Per Page
[+]Flour 2
[+]oils 10
25

[+]Peanut/Sunflower
[+]Processing Oy

Select All to ensure
you view all the
items under this

categor
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Select Shopping Cart Icon

oprsons N T
Order Processing
Domestic Order Entry | ok Forward

A {
I My Transactions Catalog | Entitlement Transaction in Process

} (1 File Uploads/Downloads

w [ Catalog Maintenance I Product Catalog
= Naintain Direct-Ship Delivery Peric
* Manage RA Catalog Views I Entitlement
w (1 Order Management
LN Domestic: Order Entryj Instead, click
» Consclidate Requisitions Quick Search i on the
» Returned FNS Orders . Order Due Full-Truck
i T _ Shopping Cart L= e No Later Load
sl [ &x : Quantity Icon Than Quantity
+ Redistribute Order Quantities DON'T
: ’ ENTER
}» [ Shipment Receipts e e . )
. ANYTHING ! FRUIT AND NUT MIX DRIED 01/16/2013 -
} O Entitlement Management B HFRE! cs G — L PKG-5/5 LB 55.28 USD 08/21/2013 10/02/2012  1456.000
} [ MW Delivery Calendsr :
- IS RAISING BOX-144/1.33 OZ | 20,24 USD Loizaiiss 10/03/2012  2964.000
——— . [{};FEELI; cs ¥ (NSLP/ Entitlement) —— : ' 08/31/2013 '
ol AVOTes H -
[-]Direct Delivery 100254 . 01/16/2013 -
[+]Meat ce E (NSLP{ Entitlement) BAISIMNS CTN-30 LB 35.70 UsD 08/21/2012 10/03/2012  1380.000
[+]Poultry
[+JFish 100295 . et 01/16/2013 -
[+]Vegetables = (NSLP/ Entitlement) RAISING PKG-24/15 02 30,45 USD 08/21/2013 10/03/2012 | 1728.000
[J3eans (Canned and Dry) 110161 FRUIT MIX DRIED PKG-5/5 01/16/2013
-]Fruits [Canned, Dried, Fresh, Frozen : MI% DRIED PRE-J) N
[-]Fruits | ] = (517 Encitlement) = 5273 UsD 08/31/2013 | 10/03/2012  1456.000
[+]uice
[+]Cheese
[+]Grains
[+]Pasta/Rice Products Per Page e~
[+]Flaur
[+]0ils
[+]Peanut/Sunflower
- - Find the product you want to order, and click on

the shopping cart icon next to it.
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Enter Quantity & Move to Cart

operstions I N
Order Processing
Domestic Order Entry | Bt

[¥ q
I My Transactions Catalog | Entitlement Transaction in Process

} 3 File Uploads/Downloads
» [J Catalog Maintenance I Product Catalog

« Maintain Direct-Ship Delivery Peric

) 4 Back
s Manage RA Catalog Views
M~ g I Product Details
'
« Consolidate Reguisitions Quick Search Product Number: 110161
+ Returned FNS Orders Name: FRUIT MIX DRIED PKG-5/5 _ _
. Full T LB Enter the quantity you’d like
P A |I| Extended Search Price: 52,73 USD delivered to the warehouse for
¥ I Shipment Receipts Full Truck Load Quantity: 1456.0 you for each delivery date (look
» 1 Entitlement Management — s at your catalog worksheet!)
+
¥ [0 NW Delivery Calendar [+]cacFe
+]SFSP
[[-}msu: Quantity g@¥eiivery Date
[-1Direct Delivery 01/31/2013 3 02/15/2013 0z2/28/2013
[+]Meat
[+]Poultry 03/15/2013 03/31/2013 04/15/2013
[+]Fish 04/30/2013 05/15/2013 05/31/2013
[+]\Vegetables
[+]Beans (Canned and Dry) 06/15/2013 06/20/2013 07/15/2013
[-]Fruits (Canned, Dried, Fresh, Frozen) —
07/31/2013 08/15/2013 08/31/2013 T
[+]Juice
[+]Cheese i= . I
[+]Grains Maove to Cart -
[+]Pasta/Rice
[+]Flaur
[+]0ils

[+]Peanut/Sunflower
[+]Frocessing Diversion

When you’ve entered the
number of cases you want, click
“Move the Cart”
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When you’re ready to submit your Order

Operatons

Order Processing N
Jomestic Order Entry \ | Bad Forward
[¥ 1 A
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 790.92 USD - )
e, ip: Asyou add items
(5 Catalog Maintenance [W_Product Catalog | to your cart, you will
« Maintain Dir=ct-Ship Delivery Peric ﬁ see the quantity and
+ Manage RA Catalog Views | entitiement value increase here.
v [ Grder Management Each date counts as an
' “Item.”
= Consolidate Requisitions Quick Search Overview Product
+ Retumed FNS Orders o b Order Due  Full-Truck
uct Numf Price Delivery Period No Later Load
* Full Truck Load Requests h Quantity {Program / Sub- Name Than Quantity
« Redistibute Order 0 ities El Extended Searc Area)
b 3 Shipment Receipts g 100236 FRUITAND NUT MIX | gono yery | OMIG2012- | jonnmnn | ace oo
} O Entitlement Management [+]TEFAD cs —=!| (NSLP/ Entitlement) | DRIED PKG-5/5 LB ' 08/31/2013 '
} [1 MW Delivery Calendar [+]cAcF? .
100233 RAISINS BOX-144/1.33 01/16/2013 -
[+]5FsP cs (NSLP / Entitlement) 0z 20.24 UsD 08/3tj2013  10/03/2012 2964000
[-]Direct Delivery 100294 X 01/16/2013 -
[+]Mezt = INSLP Entitlmere)| RAISINSCTN-3018 | 3570 USD 0832013 | 10/03/2012 1380000
[+]Poultry
[+]Fish 100295 s 01/16/2013 -
H+Vegetables = INSLP Entitkment) | RAISING PUG-24/15 07 | 3045 USD 0g/aij2013 | 10/03/2012  1728.000
+]Beans [Canned and D
[[-}Fruits [[Canned,DriEd,rT:]rESh,Frqul‘l] 110161 FRUIT MIXDRIED PKG-5/3 | g5 75 ygp | OL/16/2013- |1 pinaimnin | 1456000
cs =21 (NSLP/ Entitlement) LB ' 08/21/2012 '
[+]Juice
[+]Cheese
[+]Grains Al
[+]Pasta/Rice Products Per Page M
[+]Flaur
[+]0ils
[+]Peanut/Sunflower
[+]Processing Diversion You can continue adding items to your cart (pages 50 and 51).

When you're done adding items, click “View Cart” to continue
on and process your order.
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To Expand the View

opersons I

Onder Processing )/ Click hide navigator

. / button (that | Beck Fomard |
Bl 4 sidewise triangle)

I My Transactions Catalog | Entitlenre to hide this view usD

¥ OO File Uplcads/Downloads
e e and make your

w [ Catalog Maintenance I I Order: In Process X R
+ Msintsin Direck-Ship Delivery Peric 1tems easier to see.
s 'pv_ e Sold-To: 4000582 Total Met Price: 730,92 USD
' e Search Far Crders - Your Reference: | T
» [J Order Management
“Your Description: | |
' Status Open v Eaulk el
) Default Delivery Settings For Items
= Consclidste Requisitions Creation Date  Since Vesterday - ] —
+ Retured FNS Orders ot = : Deliver To: T
-
+ Full Truck Load Requests B ransaction To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” chackbax for those line
. " (o] items to be updated, 3) Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row
b TR i BT below to check all itams).
} O Shipment Receipts Ta change the destination on individual line items; 1) Expand the line items display below for a line item, 2} Select the new destination, 3)
¥ [ Entitiement Management Click "Update™.
} O NW Delivery Calendar Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be
blank.
Portal Favorites H
Deliver-
To Requested .
[v] ttem Selection product Quantity Unit Program Sub-Area  Description User Status Delivery le’tf" e
Date nit Price
[
FRUIT MIX
) 263,64 USD
[*] 100 ] t10161 [S | €5  NSLP Entitlement DRIED Ready for Approval v |01/31/2013 ,, 57re0 o
PKG-5/5 LB
FRUIT MIX
[*] =00 [l 110161 CS  NSLP  Entitlement DRIED Ready for Approval * 08/31/2013 el T
oo 210,91 USD/ 100 L

Then, click this
triangle to see the
expanded details
for each of the
items in your cart.

e
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Changing Deliver To Location

Domestic Order Entry

4

[4]+]
I Detailed Navigation |

} (3 File Uploads/Downloads
* [1 Cataleg Maintenance
* [J Order Management
3 Domestic Order Entry
= Returned FNS Orders
= Full Truck Load Reguests
= Redistribute Order Quantities
¥ [ Shipment Receipts
» (1 Entitlement Management
» [J NW Delivery Calendar

I Portal Favorites

List of Materials

= Manage RA Catalog Views
= Manage Users

* Redistribute Order Quantities

| Back Forward

I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 134.28 USD

- SDA Entitlement Budgeting for NSLP

nder each item, you
now see a “Deliver To”
box. Click on that box,
and select the warehouse
you want this item
delivered to.

I Order: In Process

Sold-To: 4000532
Customer Number:
Subject:

Your Reference: | |

Total Net Price: 184.28 USD
4000582

VT AHS/DCF/Donated Foods

Your Description: | |

Default Delivery Settings For Items

-
To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection"” checkbox for those line items to be updated, 3)

Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 2) Click "Updata".

Deliver To:

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
-To = ]
Selection - _ S Request Total Price -
|Z| Item Product Quantity Unit Program Sub-Area Description User Status Delivery Date Unit Price m
. BEANS GREEN FRZ 150.45 USD
[=] 100 B 100251 cs NSLP  Entitlement ——t= S Ready for Approval ¥ 12/15/2013 50.15 Usb 7 100 La| L
* Deliver Ta: - @
Your Message To Us: 5000120: LUCKY DAY POULTRY FARM, PLAINFIELD, VT D
5003530: REINHART FOODSERVICE, COLCHESTER, VT i
¢ REINHART FOODSERVICE, BURLINGTON , VT
5001608: VERMONT FOODBANK, BARRE, VT 22.82 USD
2 |5003803: Vermont Foodbank-Brattleboro Facility, BRATTLEBORG, VT PProval ¥ 02/15/2014 caER s st | [

=

3

The current USDA Foods storage and Delivery Contractor (Central
Distribution Center) now has just one warehouse - this is the only delivery
location you will see, but you still need to select it!
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Click Update to save the deliver to locations

(R e [ aamin | Reports | ey | —

Order Processing Complaint Administration Recall Administration

Domestic Order Entry | Back Forward
[4]¥] L]
I Detailed Navigation | I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 184.28 USD

» [ File Uploads/Downleads

» [1 Catalog Maintenance I Order: In Process

Ordh H r4
i AETE Subject: VT AHS/DCF/Donated Foods i
L) Domestic Order Ent| Your Reference: | |

= Consolidate Requistions . =
Your Description: | |

= Returned FNS Orders

= Full Truck Load Requests

= Redistribute Order Quantities

Default Delivery Settings For Items

Deliver To:

To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 2)

¥ 3 Shi Recei
o Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
¥ [ Entitlement Management To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Saelect the new destination, 2) Click "Updata".
» Delivery Calendar
L Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.
I Portal Favorites =1~
* List of Materials Deliver
-To
* Manage RA Catalag Views s i "
|E| Item Selection progyet Quantity Unit Program Sub-Area Description User Status D::q ucsl;adt L“tftl :r_n:e Ty
L] Mm USEI'S very Date n rice
» Redistribute Order Quantiies [
U ORELEINT SR REL BEANS GREEN FRZ 150.45 USD
— e BT [=] 100 ] 100351 cs NSLP  Entitlemant ~— T2 S Ready for Approval ¥ 13/15/2013 s0.15 Ush 7 100 La| O E
* Deliver To: 5003530: REINHART FOODSERVICE, COLCHESTER, VT -
Y¥our Message To Us: -
. 33.83 UsD
[+] =00 ] 100208 cs NSLP  Entitlement CARROTS CAN-8/10  Ready for Approval v 02/15/2014 |5 o0 Sants S0 0|

* Deliver To: S003536: REINHART FOODSERVICE, BURLINGTON , VT -

»

¥our Message To Us:

1

After you've selected the
correct warehouse for
each item, click “Update”
or the Delivery Location
won't “stick”

Update Add more to order m I
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Or, you can assign one delivery location to all your items at once...

[rome [T

Order Processing
Domestic Order Entry | Badk F
i+l 1
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 790.92 USD
» [ File Uploads/Downloads

[ Catalog Maintenance I Order: In Process

Naintain Direct-Ship Deli Peri

* e ST Sold-To: 4000582 Total Net Price: 790.92 USD

s hanage RA Catalog Views
+ [ Order Management

'

« Consolidate Reguisitions

s Returned FMS Orders

# Full Truck Load Requests

* Redistribute Order Quantities
¥ [ Shipment Receipts
} [J Entitlement Management
¥ [0 MW Delivery Calendar

Portal Favorites

If all or most of your
items are going to the
same warehouse, you
can assign the deliver
to locations all at
once, by selecting the
right location up top,
and then putting a
check mark next to
each item that’s going
to that location.
When you hit
“update” that location
will appear under
each item you
selected.

Your Reference: | |

Your Description: | |
Default Delivery Settings For Items
S000130: LUCKY DAY POULTRY FARM, PLAINFIELD, VT

Deliver Ta: / v
To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3) Click "Update” (Tip: to
update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).

Ta change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Selact the new destination, 3) Click "Update".

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will ba blank.

Tip: Checking
this box will

Deliver-
= check the box el e
Selectio S ) =
|Z| Item - next to all Of escription User Status Requested Delivery Date Unit Price U

s . your items.
[=] 100 = €5  NSLP | Entitlement FRUIT MIX DRIED PKG-5/5 LB Ready for Approval = 01/31/2013 26384USD |
210,31 USD / 100 LB
* Deliver To: - @
Your Message To Us: e
[+] =200 110161 CS  NSLP  Entitlement FRUIT MIX DRIED PKG-5/5 LB Ready for Approval = 08/31/2013 2 on &
21031 USD/ 100 LB

- @

* Deliver To:

Your Message To Us:

i b

After Changes Are
Made - Click
“Update” or the
Delivery Location
won't get assigned.

Add more to order m
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Update Quantity or Delete ltems

one JESRRA hamn Lieons Lvep |

Order Processing

Domestic Order Entry

[4]p] Ll
I My Transactions Catalog | Entitlement

¥ [J File Uploads/Downloads
w [3 Catalog Maintenance
+ Maintain Direct-Ship Delivery Feric
+ Manage RA Catalog Views
w [ Crder Management
[ Domestic Order Entry
= Consclidate Requisitions
s Returned FNS Orders
s Full Truck Load Requests
s Redistibute Order Quantities
} [ Shipment Receipts
¥ [ Entitlement Mansgement
¥ [ MW Delivery Calendar

Portal Favorites

| Back Forward
View Cart: 2 Ttem(s) to the value of 790.92 USD
I Order: In Process
Sold-To: 4000582 Total Net Price: 790.92 USD
“our Reference: | |
“our Description: | |
Default Delivery Settings For Items
Deliver Ta: A
To change the destination on multipla line items: 1) Chogp You can Change the «ckbox for those line items to be updated, 3) Click "Update” (Tip: to
update all line items, check the "Deliver-To Selection” » . .
To change the destination on individual line items; 1 quantlty Of cases m destination, 3) Click "Update".
Once you have selected the update button and the | you order here. But, der level will be blank.
Vs
you can’t change the
quantity to zero...
Deliver-
To .
[v] Ttem Selection product Quantity Unit User Status Requested Delivery Date TU":I.‘:';'I.;E i
[+] 100 [ 110161 [5  #]cs | NSLP  Entitlement FRUIT MIX DRIED PKG-5/5 LB | Ready for Approval - 01/31/2013 210 92153'553 _E"E'DDD e
* Deliver Ta: S000130: LUCKY DAY POULTRY FARM, PLAINFIELD, VT + [
Your Message To Us: s
[+] zoo [ 110161 C5 | NSLP  Entitlement FRUIT MIX DRIED PKG-5/5 LB Ready for Approval ~ 08/31/2013 _— 9512?'

* Deliver To: S000120: LUCKY DAY POULTRY FARM, PLAINFIELD, VT - @

Your Message To Us:

...if you want to delete
an item, put a check
mark in the box under
the trash can.

After any changes are
made, click “update”
again, or these changes
won't “stick”
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Adding More Items To Your Cart

oversiors N I

Order Processing
Domestic Order Entry | Back Forward
L4[v] Ll
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 790.92 USD
¥ [J File Uploads/Downloads
[ Catalog Maintenance I Order: In Process
Maintain Direct-Ship Deli Peric
* in ip Dellveny Sold-To: 4000582 Total Net Price: 790.92 USD
* Manage RA Catalog Views *four Reference: | |

w [ Order Management
“our Description: | |
LY Domestic Order Entry]

= Consclidate Requisitions

Default Delivery Settings For Items

+ Retumed FNS Orders Deliver To: v
» Full Truck Load Requests To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3) Click "Update” (Tip: to
v Redistit Order O " update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 3) Click "Update".
» [ Shipment Receipts

» [ Entitlement Mansgement Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

¥ [0 MWW Delivery Calendar

Portal Favorites
Deliver-

To
E Item Selection product Quantity Unit Program  Sub-Area Description User Status Requested Delivery Date L“ntl_“tlp'r'l_c'”; it
262.64 USD

QPKG-5/5 LB | Ready for Appraval - 01/31/2013

t you want to add more items, click this

button. DO NOT try to add more items by
just clicking “Domestic Order Entry” on
the left hand side of the page — since you cproval ¥ osizors |, STEUSD

haven’t submitted this cart yet, you would

loose everything in it if you did that.

210,91 USD/ 100 LB D

<

Remember: You can always create another
order later, so if you're happy with these
items, it’s best to go ahead and submit this
order now, then create a new order to add

the rest of your items.

[conce [l o

Update Add more to order
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oversiors N I

Order Processing

Submitting Your Order

Domestic Order Entry | ok rward
L4[v] Ll
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 790.92 USD
¥ O File Uploads/Downloads
[ Catalog Maintenance I Order: In Process
' mlmm:‘;ms:“prl = Sold-To: 4000582 Total Net Price: 790.92 USD
' B Es Your Reference: | |
w [ Order Management
“four Description: | |
' ) )
. lidate Requisitions Default Delivery Settings For Items
+ Retumed FNS Orders Deliver To: il
» Full Truck Load Requests To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3) Click "Update” (Tip: to
v Redicti i update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
T ENiE ST AT To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 3) Click "Update”.
¥ 0 Shipment Receipts
» [ Entitlement Mansgement Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.
¥ [0 MW Delivery Calendar
Portal Favorites H
Deliver-
To | Pri
[¢] Ttem Selection product Quantity Unit Program  Sub-Area Description User Status Requested Delivery Date TU":I_‘: ;'I_'"__"; i
[+] 100 [[] 110161 [S__ | €5  NSLP  Entitlement FRUIT MIX DRIED PKG-5/5 LB Ready for Approval - 01/21/2013 oAU s B
* Deliver To: SO00120: LUCKY DAY POULTRY FARM, PLAINFIELD, VT =
Your Message To Us: -~
[2] =00 ] 110161 CS  NSLP  Entitlement FRUIT MIX DRIED PKG-5/S LB Ready for Approval ¥ 08/31/2013 527.28USD | =

210,91 UsSD/ 100 LB
* Deliver To: 5000130: LUCKY DAY POULTRY FARM, PLAINFIELD, VT = [&

Your Message To Us:

»

4

Take a last look. Are your quantities
right? Did you select the right
delivery locations? Did you hit

“Update” after making changes? If

so, click “Order” to place this order!

Add more to order
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H L]
I My Transactions Catalog | Entitlement

» O File Uploads/Downloads
v [ Catalog Maintenance
« Maintain Direct-Ship Delivery Peric
= NManage RA Catalog Views
v [ Order Management
l Domestic Order Entryl
= Consclidate Requisitions
» Returned FNS Orders
* Full Trugk Load Requests
* Redistribute Order Quantities
» [ Shipment Receipts
» [J Entitlement Management
¥ [0 NW Delivery Calendar

fortal Favorites

View Cart: 2 Ttem(s) to the value of 790.92 USD

I Order: In Process

Sold-To: 4000582
Vaour Reference: | |

Click “OK” to process
your order.

“our Description: | |

Default Delivery Settings For Items

Dieliver Ta:

To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” chaeckbox for
update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destina

Tip: If you click
“Cancel” at this step,
you will lose your
whole shopping cart.

‘Once you have selected the update button and tems t

Message from webpa

Requested Delivery Dax

- 262.64 USD
[=] 100 Fl 110161 Ready for Approval 01/31/2013 21091 veD, 100 18| H
* Deliver To:
Your Message To Us: -
i
i 527.28 USD
[=] =zo0 [ 110161 NSLP  Entitlement FRUIT MIX DRIED PKG-5/5 LB Ready for Approval ~ 08/31/2013 B

210.91 USD/ 100 LB
* Deliver To: S000130: LUCKY DAY POULTRY FARM, PLAINFIELD, VT @

Your Message To Us:

»

[ more toorder [ concel [ orie|
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Operstons

Order Processing
Domestic Order Entry | Bag F
il {
Detailed Navigation I My Transactions Catalog | Entitlement Transaction in Process
¥ [1 File Uploads/Downloads
Catalog Maintenance Confirmation of recei .
L] | confirmation of receip Is everything correct? If
+ Maintain Direct-Ship Delivery Pesic
. A Ceeog Views Sold-To: 4000582 not, you must contact the
w1 Order Menagement Order: 1000081153 from 03/04/2012 12:10 RIFDP as soon as possible I Net Price 790.92 USD
Ll Domestic Order Entry :uur EEFEF?”E.E: (401_462_51 1 1) to have
+ Consalidste Requisitions purEsenpton: your order declined.
+ Retumed FNS Orders
s Full Truck Load Requests i i User Total Price
5 8 Ttem Item Details Qe Usit o Unit Price
# Redistribute Order Quantities
ipment Recei 110161 ; FRULT MIX DRIED PKG-5/5 LB Ready
O 100 Delivery Point: 5000130: LUCKY DAY POULTRY FARM, BLAINFIELD, VT , PLAINFIELD, VT 5,000 €5 for $263.64 USD
itlement Management : ‘ ' VT ' ' 21091 USD/ 100 LB
01 Enti Requested Delivery Date:01/31/2013 Approval
¥ £ N Delivery Calendar
110161 : FRULT MIX DRIED PKG-5/5 LB T —
. s 200 Delivery Point: 5000130: LUCKY DAY POULTRY FARM, PLAINFIELD, VT , BLAINFIELD, VT 10,000 €S 1051 15D/ 100 18
Portal Favorites = Requested Delivery Date:08/31/2012 Ap ' '

Click here to print
the Confirmation
Page for your
records

IMPORTANT: If you don’t get to
this confirmation page, you haven't
completed your order!!

—mm
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Running A Requisition Status Report

The Requisition Status Report shows school’s the current
status of their order. It can be used to see if ordered items
have been submitted to USDA or cancelled, if delivery
dates have been changed, or if items have been delivered to
the warehouse.



—
Order Processing

Requisition Status Report | Back
Al 1
Detailed Havigation I Reports : Input Criteria

¥ O Entitiement Management | (& Execute| | [&] Print POF Output |
» Muti-Food Received Shipment Report [ ——————
« Received Shipment Report unlsmon Status Report [Tl
4 Requisition Status Report it gl | EPegvzeS

* Value of Materialz Received - Multi-Foo

; @ T 2

+ Value of Materials Received - Domestic || 20"
« Muti-Food Requistion Report Req. Delivery Date: To 5
Material: & & | allsd

Portal Favorites Sold-To Party: o (=%

* Manage Users Ship-To Party: ¢

Region: < Tl |3
Requizition Number: & To _
Requisition Status: ?

Sales Order Number: @ I =
Entitement / Bonus: &

L

E: Variants

1.  Once you've logged into WBSCM, click on the “Reports” tab near the top of the page.

2. In the “Detailed Navigation” box, click on “Requisition Status Report”
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Home Operations Admin Reports Help

Order Processing

Requisition Status Report
[4]¥] 4
Detailed Navigation I Reports : Input Criteria

¥ [J Entitlement Management | (& Execute | | | Print PDF Output [

= Multi-Food Received Shipment Report

. Requisition Status Report [T

= Value of Commodities Received - R& // [ show Variants

Voo orsars secaved-tirzs | e s
Req. Delivery Date: KMl [07/01/201 2| To >

Material: < | ||TE' | || =

Sold-To Party: & =
Ship-To Party: < 4
Region: P To [ [ =
Reg/Redist. Number: < N = | =
Req/Redist. Doc. Type: =
Reg/Redist # Status: & =
Req. Entitle / Bonus: 2| =
Sales Order Number: o> To _ =
Purchase Order: D T & =
Shipment Receipt Date: To | [EW =

3. Under “Reports: Input Criteria” fill in the following information:
« Enter “NSLP” for Program
* Enter the dates for this school year for “Requested Delivery Date” — for the
School Year starting August 2015, enter “07/01/3015” to “06/30/2016”
*  You do not need to fill in any of the other boxes!

4. Click “Print PDF Output” — this will create a PDF document that you can read on your

computer. You do not need to be hooked up to a printer to click this button.
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& Requisition Status Report - SAP NetWeaver Portal - Windows Internet Explorer EI @

@U - |g, https://portal. wbscm.usda.gov/ = ﬂ | =) | ‘f| X | | Google P -

n . - >
2 Favorites & Requisition Status Report - SAP MetWeaver Portal % v B v =] #= v Pagev Safetyv Tools~ @~

: ¥ Welc > Mary Kruege L ff
= | Web-Based Supply Chain Management reicome Hary Bueger =eat m

o JE v |

Order Processing

Requisition Status Report | Back Forward
[4]r]

I Detailed Navigation I Reports : Input Criteria
¥ [ Entitlement Management | (Er Execute | | Print PDF Output ¢
= MultiFood Received Shipment Report .
=) Hecewed Shipment Report Requisition Status Report [Tl
LN Requisition Status I Reset Values
. Redistribution/Redonation Detail

: File Download @
= Value of Commodities Received - RA
= Walue of Materials Received - Multi-F Frogram: = [nsLe
e . e Do you want to open or sawve this file?
= Order Status Report Req. Delivery Date: E3l [o7s01720)
= NW Delivery Calendar Report Material: > lzi: Name: RequisitionStatusReport ~7130425,pdf
. & Sold-To Party: =|[2008721 (S Type: Adobe Acrobat Docur BKEB
= Walue of Materials Received - Domestic .
: = Ship-To Party: < |: From: portal.wbscm.use”
= Multi-Food Requisition Report >
. D ic Price 5 t Report Region:
[ Oper.’ﬂ Save ] [ Cancel ]
= Material Outiay Report Reg/Redist. Number: &
Req/Redist. Doc.Type: &

I Portal Favorites . o

. L Rea/Redist. # Status: I: = While files from the Intemet can be useful, some files can potentially
Consolidate Requisitions Req. Entitle / Bonus: ) @ ham your computer. if you do not trust the source, do not open ar

= List of Materials . . — save this file. What's the risk?
= Wanage RA Catalog Views Sales Order Number: <
= Manage Users Purchase Order: <@ =
* Requisition Status Report Shipment Receipt Date: =
= SDA Entitlement Budgeting for NSLP

5. When the file download box pops up, click “Open”



[C==T]

- & (=] 4| x | [B Geogi= —

& Requisition Status Report - SAP MetWeaver Portal - Windows Internet Explorer

'\I_J - |g, https://portal.wbscm.usda.gowv,/

5l Favorites & Requisition Status Report - SAP Net\Weaver Portal Fir ~ B ~ = @ v Pagev Safety~ Tools~ @~ T

USDA Umnite rtrment o tur 1
= Welcome Mary Krueger

Sl ‘/eb-Based Supply Chain Management
reports IEZT
Order Processing
| Back Forward

Requisition Status Report
[41+] 4

I @ RequisitionStatusReport_20130425[1].pdf - Adobe Reader ‘
* O Entitlement M3 File Edit View Window Help
= Multi-Food Rece f B

& T & = | 52 () | | > E# | [ Tools | Sign Comment

[! Requisition Status Report

User = ERUECERMOO001 Mary Erueger

= Order Status Re
= NW Delivery Cal

Selection Criteria =

Program [IS] [EQual teo] NSLP

= Stocks at Subcqg

= “alue of Materig Reg. Delivery Date [IS] [BeTween ... and ...] 07/01/2013 & 06/30/2014

= Multi-Food Requl Material a1l
. Domestic Price Sold-To Party [IS] [(Bgual to]l 4006731

. Ship-Te Party 211
= Material Outlay { Region 1
Reg/Redist. Number a1l
I Reg/Redist. Doc.Type All
= Consolidate Req| Reg/Redist. # Status All
= List of Materials Reg. Entitle / Bonus all
0 Crrmr R Sales Order Number All
- Monage Uscrs Purchase Order all
Shipment Receipt Date 211

= Reqguisition Staty
= SDA Entitlement

The Regquisition Status Report provides the current status of the requisition along
with the Rag. Order and Line Item #, Deliwvery Period, Program, Entitlement/Bonus
designation, Quantity, Ship-to # and Name, Material, Value, Sales Order and Line

Item #,.

Description =

Fage 1 ( of § ) Thursday 04/25/2013 11:23:01 o5T

<
~ % 100% ~

Done

The PDF of the Requisition Status Report will open up. The first page will look like this —it’s
nonsense — scroll through to the second page!



Order Processing

Requisition Status Report
4

File Edit WView Window Help »
— = N P
é% ﬁt} 2 & E%J | *) (») /9 | (=) (o] | 68.6% - | = | = g2 | |z| Tools | Sign | Comment
// Requisition Status Report
Reg./Redist. |Reqg. (11791‘3' Program|Ent. (E) |Order ToM|Ship-To Material Order Sales Order|Order
Order/Item Redisev|Pericd Bonus (B} |Qty . value & Item # Status
Type Status
1000097874 Ready for{11/320,/2013 |NSLP E 20 (cs 5003530 100101 $1,92B.88
200 Approval REINHART CHICEEN
EREQ FOODSERVICE DICED CTH-40
COLCHESTER WT LB
= 1000097874 Ready for{09/15/2013 |NSLP E 30 (cs 5003530 110080 $2,173.50
= Material Outlay { 300 Approval REINHART CHICKEMN OVEN
EREQ FOODSERVICE ROASTED FRZ
N COLCHESTER WT B PC CTH-30
Portal Favorites LE
- Consolidate Req| 1000097874 Ready for|12/15/2013 (WsLEP E 30 (cs  |s003530 110080 $2,173.50
i § 200 Approval REINHART CHICEEN OVENR
= List of Materials EREQ FOODSERVICE ROASTED FRZ
= Manage RA Catd COLCHESTER WT B PC CTH-30
LB
= Manage Users /
o 1000097874 Approved 8/321/2013 |HSLP E 35 |cs 5003530 100045 $934.50 |5000163T721 Approved
= Reguisition Staty Soo by SDA REINHART EGGS WHOLE 100 by SDa
= SDA Entitlement EREQ FOODSERVICE FRZ CTIN-5/5
/ COLCHESTER WT LB
1000097874 approved (07/31/2013 |NSLP E 22 |cs 5003530 100121 $1,T782.97 |5000164872 Approved
s00 by SDA REINHART TURKEY 100 by SDa
EREQ FOODSERVICE BREAST DELI
COLCHESTER WT FREZ CTN-40
LE
1000097874 Ready for(Y3/321,/2014 |NSLP E 15 (cs 5003530 100121 $1,215.66
T00 Approval REINHART TURFEY
EREQ FOODSERVICE BREAST DELI
COLCHESTER WT FREZ CTN-40
S~ LB
1000097874 Approved (09/20/2013 |NSLP E 26 (Cc8 5003530 100125 $1,822.29 |5000163749 Approved
B00 by SDA REINHART TURKEY 100 by SDa
EREQ FOODSERVICE ROASTS FRIZ
COLCHESTER VT CTHN-32-48 LB
1000097874 Ready for[12/15/2013 |NSLP E 15 (cs 5003530 100119 $828.00
s00 Approval REINHART TUREEY TACC
EREQ FOODSERVICE FILLING
COLCHESTER WT CTN-30 LB
4
| Pags 3 ( of § ) Thursday 04/25/2013 11:23:01 CST
Done V':;.

The “Req./ Redis. Status” column shows the current status of your order for that item. “Ready for
Approval” means the order has been submitted to the State, but the State has not yet submitted the order to
USDA. “Approved by SDA” means the State has submitted the order to USDA. “Cancelled” means that the
State or USDA cancelled your order for this item. Throughout the year, you will see other status messages
listed here, such as “On Invitation” and “Purchased”, as USDA moves through the procurement process for
these items.
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Order Processing

Requisition Status Report

J4]0|

4

d Navigatix

» [J Entitlement Mg
= Multi-Food Rece|
gl Requisition St
= Redistribution/Ry
= Walue of Commg
= “alue of Materig
= Order Status Reg
= MW Delivery Cal
= Stocks at Subcq
= “alue of Materig
= Multi-Food Requ|
= Domestic Price
= Material Outlay R

I Portal Favorites

= Consolidate Req|
= List of Materials
= Manage RA Catd
= Manage Users
= Requisition Staty
= SDA Entitlement

<

Done

1] RequisitionStatusReport_20130425[1].pdf - Adobe Reader

=N =)

File View Window Help ®
[WLT) _'f.- . > A { _— L H
IR ESE|® @[] @[] BE| © 2 |« T | Son  Commen
L] / Requisition St tus Report
Req. /Redist.|Reqg. [/ |Deliver (rogram Ent. (E) |Orde ‘ﬁzll[ Ship-To Material Order Sales Order |Order
Order/Item Redist. |Period 1" Bonus (B) Qty/ value & Item # Status
Type Status
1000097874 Ready for{1l1/30/2013 |NSLP E 20 |cs 5003530 100101 $1,92B.8E8
200 Approval REINHART CHICEEN
ZREQ FOODSERVICE DICED CTH-40
COLCHESTER VT LE
1000097874 Ready for{09,/15/2013 |NSLP E 30 |cs 5003530 110080 $2,173.50
300 Approval REINHART CHICEEN OVEN
ZREQ FOODSERVICE ROASTED FRZ
COLCHESTER VT 8 PC CTH-30
LE
1000097874 Ready for{12/15/2013 |NSLP E 30 |cs 5003530 110080 $2,173.50
400 Approval REINHART CHICEEN OVEN
ZREQ FOODSERVICE ROASTED FRZ
COLCHESTER VT 8 PC CTH-30
/1 LB
1000097874 ADPIov 08,21,/2013 P E 35 -] 5003530 100048 $934.50 |5000163721 Approwved
s00 by SDA REINHART EGGS WHOLE 100 by SDA
ZREQ FOODSERVICE FRZ CTN-§/5
j COLCHESTER VT LB
1000087874 approved NSLF E 22 [cs |so03s30 100121 $1,782.57 (5000164872 approved
500 by SDA REINHART TURKEY 100 by SDA
ZREQ FOODSERVICE BREAST DELI
COLCHESTER VT FRZ CTN-40
LE
1000097874 Ready for{03/31/2014 |NSLP E 15 |cs 5003530 100121 $1,215.66
TO00 Approval REINHART TURFEY
ZREQ FOODSERVICE BREAST DELI
COLCHESTER VT FRZ CTN-40
LE
1000097874 approved [09/30/2013 |NSLP E 26 |cs 5003530 100125 $1,822.209 |5000163740 Approwved
800 by SDA REINHART TURKEY 100 by SDA
ZREQ FOODSERVICE ROASTS FRET
COLCHESTER VT CTN-32-48 LB
1000097874 Ready for{12/15/2013 |NSLP E 15 |cs 5003530 100119 $8z28.00
S00 Approval REINHART TUREEY TACO
ZREQ FOODSERVICE FILLING
COLCHESTER VT CTHN-30 LB
Fage 3 ( of 8 ) Thursday 04/25/2013 11:23:01 CET

Once the Status has changed to “Approved by SDA”, check the “Delivery Period” column and the “Order
Qty” column to see if there have been any changes.
« For some items, the state may have moved a delivery period forward or back in order to share a truck
with a neighboring state.
« Larger schools may notice that the quantity they ordered was adjusted up or down by a few cases — this
allows the State to order a full truckload.
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Order Processing

Requisition Status Report | Bac
4
1] RequisitionStatusReport_20130425[1].p- Gbe Reader
File Edit View Window Help
- -
| = | = B2 | Izl Tools Sign Comment
Requisition Status Report
= “alue of Materig
= Order Status Re Req. /Redist.|Reqg. /|Delivery |Program|Ent. (E) (Order UoM|(Ship-To Material Order Sales Order |Order
- NW Delivery Cal Order/Item Redist. |Pericd Bonus (B)|Qty . value & Item # Status
Type Status
= Stocks at Subcq
1000097874 Ready for|11,/30,/2013 |HSLP E 20 |cs 5003530 100101 $1,92B.8E8
= “Walue of Materig Z00 approval REINHART CHICEEN
- Multi-Food Requl ZREQ FOODSERVICE DICED CTH-40
o COLCHESTER VT LE
= Domestic Price 1000097874 Ready for|08/15/2013 |Nswe E 30 [cs |so03s30 110080 $2,173.50
= Material Qutlay H 300 Approval REINHART CHICEEN OVEN
ZREQ FOODSERVICE ROASTED FRZ
] COLCHESTER VT 8 PC CTH-30
Portal Favorites LE
= Consolidate Reg| 1000097874 Ready for/12/15/2013 [NSLE E 30 |cs |5003530 110080 $2,173.50
) ) 400 Approval REINHART CHICEEN OVEN
= List of Materials ZREQ FOODSERVICE ROASTED FRZ
= Manage RA Catd COLCHESTER VT 8 PC CTH-30
LB
= Manage Users
o 1000097874 Approved |08/31/2013 |HSLP E 3% |cs 5003530 100048 $934.50 |5000163721 Approwved
= Requisition Staty So0 by sSDa REINHART EGGS WHOLE 100 by SDA
= S04 Entitlement ZREQ FOODSERVICE FRZ CTN-§/5
COLCHESTER VT LB
1000087874 approved |07/31/2013 |NsSLP E 22 [es |so03s30 100121 $1,782.57 (5000164872 approved
500 by SDA REINHART TURKEY 100 by SDA
ZREQ FOODSERVICE BREAST DELI
COLCHESTER VT FRZ CTN-40
LE
1000097874 Ready for|03,/31/2014 |HSLP E 15 |cs 5003530 100121 $1,215.66
TO00 Approval REINHART TURFEY
ZREQ FOODSERVICE BREAST DELI
COLCHESTER VT FRZ CTN-40
LE
1000097874 approved |08/30/2013 |MsLP E 26 |cs  |So03530 100125 $1,822.20 |5000163748 Approved
800 by SDA REINHART TURKEY 100 by SDA
ZREQ FOODSERVICE ROASTS FRET
COLCHESTER VT CTN-32-48 LB
1000097874 Ready for|12/15/2013 |HSLP E 15 |cs 5003530 100119 $8z28.00
S00 Approval REINHART TUREEY TACO
ZREQ FOODSERVICE FILLING
COLCHESTER VT CTHN-30 LB
4
I Fage 3 ( of 8 ) Thursday 04/25/2013 11:23:01 CET
Done vf:;] -

If you'd like, you can print or save this report for future reference.
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Running A Value of Commodities
Received - RA Report

The Value of Commodities Received Report shows schools
the Value of the USDA Foods they have received during a
certain time period. Business Managers often ask for this
information at the end of the School Year, and this is a
report the Food Service Manager can run to provide that
information.



—,

I Order Processing

Value of Commodities Received - RA
[4]F]

* (O Entitlement Management

= Muti-Food Received Shipment Report
= Received Shipment Report

= Requisition Status Report

= Redistribution/Redonation Detail Report
Value of Commodities Received - R
= Value of Materialz Received - Mutti-Food
= Order Status Report

= NW Delivery Calendar Report

= Stocks at Subcontractor

= Yalue of Materials Received - Domestic &
= Muki-Food Reguisition Report

= Domestic Price Support Report

= Material Qutlay Report

Portal Favorites

* Consolidate Requisitions

* List of Materialz

* Manage RA Catalog Views

* Manage Users

* Redistribute Order Quantities

= Requisition Status Report

* 5SDA Entitlement Budgeting for NSLP

N

Detailed Navigation I Reports : Input Criteria

@ Execute | . Print PDF Qutput |

Reset Values

lh
™ Program:

Actual Delivery Date:

Req. Delivery Date:
Material:

Sold-To Party:
Ship-To Party:

Value of Commodities Received - RA [T]

el @ =
e H o[ @ Ll
el H o[ @ =
& | & 1o | & =
S I = ] 5
S = =

@ show Variants

1.  Once you've logged into WBSCM, click on the “Reports” tab near the top of the page.

2. In the “Detailed Navigation” box, click on “Value of Commodities Received -RA”
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=] d= v Page~

Safety = Tools = |@|v ,gT_l @

USDA United States D

Order Processing

yartment of Agriculture

_ Web-Based Supply Chain Management

[ - B

Value of Commeodities Received - RA
[4] k]

Detailed Navigation I Reporis : Input Criteria

[ ] Print PDF Output |

¥ (O Entitlement Management

= Multi-Food Received Shipment Report

= Received Shipment Report

= Requisition Status Report

= Redistribution/Redonation Detail Report

N Value of Commodities Received -

= “alue of Materialzs Received - Multi-Food
= Order Status Report

= MW Delivery Calendar Report

= Stocks at Subcontractor

= Walue of Materialzs Received - Domestic &
= KMulti-Food Reqguisition Report

= Domestic Price Support Report

= Material Qutlay Report

Portal Favorites

= Consolidate Reguisitions

= List of Materials

= Manage R4 Catalog Views

= Manage Users

= Redistribute Order Quantities

= Reqguisition Status Report

= SD& Entitlement Budgeting for NSLP

LN =

| @ Execute |

Value of Commodities Received - RA [T

Re=et Values

Program:

Actual Delivery Date:

Req. Delivery Date:
Material:

Sold-To Party:
Ship-To Party:

Eﬁi Show Wariants

,_|
-]

.

=| NSLP hl
o o[ Tn
[ [o7/012013 (RN = \

< IlITu I =
=| lh|
& ~

ALY

Fill in “NSLP” for Program
Fill in the dates you'd like to check under “Req. Delivery Date”

Sold-To Party should be filled in with your RA ID number already.

Click “Print PDF Output” (You don’t need to be hooked up to a printer to do this!)
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Reset Values
E: Show Variants
: Received - RA
Program: = =
Actual Delivery Date: <> o[ @ Y
Req. Delivery Date: 1 To =
Material: @ | 7o | [l =
Sold-To Party: = =
Ship-To Party: @ 4

g for NSLP

. Do you want to open or save ValueofCommoditiesReceived-RA_20130802.pdf (5.34 KB) from portal.wbscm.usda.gov? |_O|(| | Save | - | | Cancel

1. Click “Open”
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1 ValueofCommoditiesReceived-RA_20130802.pdf - Adobe AcrobatPro e e . i dk 3 E=Rlo] X
x

File Edit View Window Help

Ao | BE ESH| 802D B

|

Tools Comment

Share

L@ NG | @ @[] 5 E

Value of Commodities Received - RA

User : KRUEGERM0001 Mary Krueger

Selection Criteria :

Page 1 { of 2}

Program [IS] [EQual to] NSLP
Actual Delivery Date All
Req. Delivery Date [IS] [BeTween ... and ...] 07/01/2013 & 09/30/2013
Material All
S0ld-To Party [IS] [EQual to] 4006621
Ship-To Party All
Description : Value of Commodities Received - RA

Friday 08/02/2013 15:17:09 CST

-

mn

The first page of the report is nonsense — use the arrow keys or the scroll bar to scroll down to

page 2.
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A ValueofCommoditiesReceived-RA_20130802.pdf - Adobe Acrobat Pro

File Edit View Window Help

REeH| oD R

|

=

Tools

Comment

Share

Sold-To
4006621

Sold-To Name

Value of Commodities Received - RA

Page 2 ( of 2 )

1.
during this time period.

2. You can save or print this report for your records.

Est. /Act. | Program|Ent. (E) |Ordered UoM| Ship-To Material Order Unit Value |[Sales Order
Req./Redist.| Received Bonus (B)[Qty. value & Item#
order/Item |Date
Type
1000102898 07/31/2013 NSLP E 17 |C5 |5003530 100101 $1,882.31 $2.77 |5000168706
500 REINHART CHICKEN 100
ZREQ FOODSERVICE DICED CTN-40
COLCHESTER VT LB
1000102898 07/31/2013 NSLP E 32 |C8 |5003530 100121 $2,495.87 $1.95 |5000164872
1000 REINHART TURKEY 100
ZREQ FOODSERVICE BREAST DELI
COLCHESTER VT FRZ CTN-40
LB
1000102898 07/31/2013 NSLP E 76 |CS |5003530 100021 $4,250.83 $1.86 |5000166061
1600 REINHART CHEESE MOZ 100
ZREQ FOODSERVICE LM PART SEM
COLCHESTER VT SHRD FRZ
BOX-30LB
1000102917 07/31/2013 NSLP E 20 (€8 |5003530 100021 $1,118.64 $1.86 |5000166061
600 REINHART CHEESE MOZ 100
ZREQ FOODSERVICE LM PART SEM
COLCHESTER VT SHRD FRZ
BOX-30LE " T~
4 Record(s) 145 $9,747.650

Friday 08/02/2013 15:17:09 c8T

m

At the bottom of the report, you will see the total value of the USDA Foods you received



The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and
applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity,
religion, reprisal and, where applicable, political beliefs, marital status, familial or parental status, sexual
orientation, or if all or part of an individual's income is derived from any public assistance program, or
protected genetic information in employment or in any program or activity conducted or funded by the
Department. (Not all prohibited bases will apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing cust.html, or at
any USDA office, or call (866) 632-9992 to request the form. You may also write a letter containing all of
the information requested in the form. Send your completed complaint form or letter to us by mail at U.S.
Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington,
D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing, or have speech disabilities and wish to file either an EEO or
program complaint please contact USDA through the Federal Relay Service at (800) 877-8339.

USDA is an equal opportunity provider and employer.


http://www.ascr.usda.gov/complaint_filing_cust.html
http://program.intake@usda.gov/

